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POSTLION CLASSIFICATION GUILE 


: FOR 
DEPUTIES, ASSISTALTS, AUD RELAZED POSITIONS 


I. Introduction. 


This guide covers principles end concepts to be followed in General 
Services Aduinintration in the eveluation of Cléasifiesvion Act posi- 
tions of deputy, assistant, essistant to, and apzcial déssistent. 


Based on overall manogerent considerations, GSA hes esteblished the 
prectice of holding deputy end aseistant positions to a minixim. The 
GSA Orgenization Homial, OFA P 5420.1, 1-12, indicates saxe of those 
considerations eas follows: "Unless there is e dasonstreted need for 
deputy and essistent type positions and thoy are properly utilized, 

such positions tend to confuee ines of cecuniectionsa, prevent mexi- 
mum decentralization of euthority and responsibility, cdd unnecessarily 
to the number of ovgenizational eckelons or cociudotrative levels, 
Jupede day-to-day opsrations, end increase costa." 

Beccuse of the variations in the dutics end rosponsibilities of assistant 
and related positions, specific grade level criteria are not provided 
in this guide. The rajor groupings of cuch positions and evpliccble 
evalustion cousiderations ere discussed beloy, Neaferences to specific 
Civil Service Coczsission position clessification stessisrds are included, 
as cppropricte. 


II. Deruties end Full Assistents. * 
A. Coveraze ond Excjusions. ’ 


The tera deputy or nesistant, as us¢d in this guide, designates e 


5 position vnich is second in ths line of coszvind, shares fully with the 


head of the orgenizational entity in carrying out ell phases of the 
work of the orgenization, end acts in the cbhsence of the head of the 
orgenization with full responsibility for tke work of thet official. 
In GSA, the term deputy (¢.g., Deputy Director and Deputy Regional 
Director) is ordinarily used et the division level end above end the 
term essistent (e.g., Acsistent Colef, Aesiatent Buildings Meneger, 
or Assistent Depot Momeser) ie normally used et the brench or lower 
devels. This distinction between deputy erd assistent is merely a 
titling practice end hes no classification significance. 


Certain GSA positions with the title of assistant are excluded from 
covercge by this guide. The excluicd positions are those key posi- 
tions wnich have the principal responsibility for plrnning, directing, 


end coormlin:ting one or rore rajor progrons, ¢.g., positions of 


Approved For Release 2002/01/08 : CIA-RDP83-01004R000100170001-5 


wy 


2 


Approved For Release 2002/01/08 : CIA-RDP83-01004R000 101 70001-5 
Aesiotant Comulesioner, Aosiotent Archiviet, end Ansistent Generol 
Counsel. These positions:do not serve in tk: normal "full assistant” 
relationship, but ore in responsible chorge of reoigned progrems. vhich 
constitute only a portion of the progrias for watch thair superiors 
@re responsible. These positions should be evelucted, és are other 
progrea merager positions, on the besis of responsibility for the 
assigned prograns. a 


Also excluded fron this guide are positions which ere, not assistents 
in en orgenizational scnse but which bavd the word "essistent” as a 


part of the class title iu lieu of such texminologr aa officer, enalyst, 


or specielist. Included in thia category are pouisions cuch &s Aduin- 
istrative Asoistent, Manactzent Aseistent, mui Procurencnt Assiatent. 
Such positions do not beve the direct relstionship of full perticipstion 
with @ auperior position which is choractertetic of positions covered 
by this guide. Accordingly, such positions, cre evaluated on the basis 
of the cuties ond responsibilities essigned end the stunderds, guides, 
and evaluction techuiques enprogriate for tke odeugstion. 


B. KManegecent Criteria. 

From «a mancsenent viewpoint, criteria bave been esteblished for 
application in the establish:ont or contimiction of depaty end assistent 
positions in GSA. hice criteria (GSA Orgmaizction Hanunl, 1-l2a thru d) 
provide the following rintiicza requirecsnts for the estebliohzent or 


eontimation of such rositicns: 


’ outhority over tk 
“@bsence or vasvailobility. 


“A deputy or full assistant position msy be esteblished when the vole 
and nature of th? principal's work is cuch thut it comot be eccasplisred 
by one person. In eddition, the vork cen be divided to occupy two posi- 
tions substantially full-tics exter nocium delegations of cnthority to 
lower levels Lave been aces plich2a. Tho deputy or Pull essistent is a 
responsible line officer who participates with ths principal in carvying 
out the full rense Of mcnseanmt responsibilities ond ects with Mul ~~ 
it. ch during the prinsipal's 
ro cust te in full ebarge of ons or a cox si- 


bation of tha folloving: > 


1) Total work of ont or rore eegezsuta or work locations; 

2) Ky-toetsy operations; 

3) Plonning, developzcntal, or especial ecsimucent work; or 
4h) reining, liczicon, or technical assistiimce work." 


Unless the ebove minimm requirecents are ret, e@ written justification 
must be provided and approved for the estchiiubscut or contimmtion of 

@ deputy or assistant position. For execnle, the need of the position 
for treining purposes (not nscecsarily for tks pocition of the principal) 
may be considered as cAcquste justification. As snother exmple, 
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adequate justification may exist where an orgenizution is new or 
expanding, &,premium is placed on getting unterway, end edaditional 
top level assistance is neodsd Yor an extended period, e.g-, for 
more thin a year. 


¢. Evaluation. 


4. Evaluation Principles in CSC Stanierds. The general policy 
of the Civil Service Co:cuission is not to “Cover deputy or esaistant 
positions in its published ptenderds; however, references in @ nuwber 
of CSC standards esteblish thi: general principles to be followed in 
the evaluction of such positicns. These principles provide, as a 
ganerel rule, for the elassificetion of a full casistent position at 
one grede lower than tbs principal position. (For twoegrede interval 
positions, the professional grade concept, i.e., GS-5, T, 9, ll, 12, 
13, etc., is used) In applying the general rule, determinations must 
be pode as to the proper evcluntion of the principal position and the 
basis for that evaluation, the exnct role of the assisteut in csrrying 
out the responsibilities of th3 principal, exd the extent to woieh the | 
sexe factors which serve es tha bosis for ths avolustion of the prin- 
cipal position clso apply to the eogistent. -Tiega principles cre 
outlined in the folloving standards: 


a. Guide for Avpraical of Scientific Positions Proposed for 
GS-16, 17, end 18, April 1gSh, pore LO. “Tor positions cuca cs. ceytics, 
Special essistents, coordinntors, cavisors, end wenogers of functices1 
segr2nts of progress (e.g-, quality cowtrol) who provide epecialized 
support and essistance to progren Girectora, the cuthority and respoasi- 


pility need to ba considered in terzs of both the level of responsibility 


of the programa dircctor end the role of the assistant in discharging 
that responsibility.” : . 


b. Supervisory Grede-Evaluation Guide, Part Ty Februery 1955, 


ee 


: pege 2. “The fecbor coi @lanont values erd grade conversion tenle ia 


this part are not geared to th> direct evalustion of ‘assistant chief’ 
type positions. Such positions may be classified in relation to the 
position of the 'chief', or supervisor of the unit. Ordinarily, vwiere 
the ‘assistent chief! is a full assictent to the chief, occupies a 
position in the direct supervisory Jine, and shores in, end acsists 

the chief with respect to, all phoses of the unit's work, the ‘essigteant 
chief’ position will be one grade lower than that of the chief." 


ce. Supervisory Grode-Eveluation Guide, Port IL), Februsry 1965, 
page 29. Pert If of the Guide provides ca ¢m exclusion: TiAgeiscent 
Chief’ positions. As in Pert I, the meteriel in Pert II is not geersd 
to the direct evaluation of such positions. Jt is always necessary, 
though, to consider the eppropriate grade of the unit chief's position 
(end the basis for that grede) in evaluating ca assistent chief position." 
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da. Personnel Admiuistration Series, GS-201, Part I, June 1966, 


pare 35. “The grcde of on asoistant personuel officer is to be derived 
y comporicon with the grede of the parcounel officer vhiem he assists 
apd in consideration of the degree to Which he participates in plouning 
and directing the parsonnel progrem. A full assistont whose partici- 
pation extends to ajl phsezs of the personnel progren, will typically 
be clessified one grade below the grede epproprinte for the personnel 
officer. When the personnel officer's grcde is besad on & Level 3 
character of progrem operation, the one-grele differentiel will hold 
only if there 1s evidence that the assisteat personnel officer has 

mode a significant contritu*ion to such & icvel of operation. 


“Me position of a linited ussistant will. typicelly be two gredes below 
the grede of the personntl officer." 


e. Budget Administration Series, .CS-560, June 1959, pose KT. 
"Deputy or essiatent budget oificer positicas weich chsre responsibility 
for the totel budgetary effeire of the orgenization cerved should be 
classified at the next lover gre‘ie to thab vhaich vould normlly be 
assigned to the budget officer. (It vouli be o rare circwritence that 
the budgetary progrea of the GS-11. budget officer eculd verrent a full- 
tine deputy or essistant to share the totel reeronsibility. If sucha 
position docs exist, classification to the 03-9 level rather than GS-10 


is usually proper. )" 


_f+ Suoply Progrea Honegecont Serdes, GS-2005,, June 1972, 
pege 3- ‘The steudard d023 not epcecifieslLy cover position; of assistent 
supply managanent officers. Rovaver, criteria deseribed in thea guide 
ean be cyplied to the essistent or deputy position, with edjustuent as 
necessery in measuring the degree to which the assistant or deputy 
participates in the full renge of work of the manager. A full sesistent, 
whose participation extends to all phases of the cupply program, will 
typically be classified ons griae below the grcie cppropriate for the 
supply maxgexncut officer. Hovever, this showld not be a mechanical 
determination. In each situetion tht eotual roletionuship between the 
two positions and the extent of the assictrnt's or deyuty's entbority 
must be considered in deteriining the eppropricte grede for the position." 


2. Application of th: Evaluation Peineiples. In evaluating & 
Geputy or essistint position, the clessifier rist agoure himself of 

the proper classification of the principsl position, i.e.,’ the position 
of the chief, director, manczger, or supervisor with whom the assistant 
shares responsibility. This will involve evalusting, or confirming 

the evaluation of, the principal position in eecordence with appro- 
priate position classificetion stendanis or guides such es the Super- 
visory Grede-Evrluation Guide. With possibly one exception, the grede 
of the principal position wil not be affected by the presence or 
absence of en cssistant position. The principal position is credited 
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with responsibility for all of the work assigned to his unit end this 

ie not changed by setting up a position of assiatant or by eboliuhing 
such & position. In the situation where the estcblisbsent of an 
assistant position frecs the supervisor'to perfor higher level duties 
which he would otherwise have no time to rerform, the ostablish=ent or 
eabolishzent.of the assistant position could have a grode bspact on the 
principal position. \ : - 4 
Norneally, the grede of the full assistant position {8 one grade Selow 
that of the principal position; hovever, the grade of th: assistent 
should not ba fixed sutezatically at this level. Full consideretion 
mist be given to the basis on which the princip21 position is cinssified 
end the extent to which ths seme considerntions «lso andly to the 
assistent position. In this connection, a very coreful endlyzis should 
be meade of the assistent position when the principal position has been 
Pleced in a higher grede on the basis of such “onsiderations os the 
"inpact of the ren on the job," individual duties cod recponsibilities 
which are of a higher grede level then the eupervisory duties end 
responsibilitics, ond working under “general, awinietrative supervision" 


rather then "generel technicel supervigica." 


In establishing the one-grede differential batiwen the principal position 
and the ossistant position, the normal pattern of one-grede interval or 
two-grade interval work showld be followed. Specifically, in two-grede 
interval situstions, the normal grade pattern would be GS-5, GS-7, GS-9, 
GS-11, GS-12, GS-13, etc. Therefore, if the principal position is in 
grede GS-11 in a two-grede interval situstion, G8-9 would normally be 
considered the eppropriete grede for a full cesiatent.. However, woere 
speciel strengthening features in the asaistant position end relation- 
ships between that position and other positions in the orgsnization 
support such action froa a classification standpoint, the assistent 
position may be classified in GS-10. Before cloasifying the position 
to GS-10, the classifter should oscure bimeel? that this does not cause 
inconsietency with CSC standards or with the clessificetions of similar 
positions. , 

Application of the one-grade differential between the principal and the 
‘assistent position mey plaice the assistent in the sane grade level as 
subordinate unit chief positions or working level positions. This will 
occur in situations where there is no interrmdicte grede level to acccm- 
modate the essistent position or where an interesdiate grcede level is 
aveaileble (e.g., GS-10 in the ebove exteple) but is not eppropricte 
based on valid evaluation considerations. 
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III. Aseiotants to and Special Avoistants. 


. 


A. Coverage. 


Assistents to and Specioi Assistants vary considerably in their 
makeup. Such positions differ fran deputies end full assistants covered 
under "II," above, in that they provide stuff assistence to the principal 
position rather than participation with that position in the direct line 
management and supervision of the work of the orgénization. 


Assistents to or special assistants may be concerned with restricted 
areas of their supervisor's overall responsibility, or with all erees. 
In the latter case, they my be d{fficult to distinguish from deputy 
or essistent positions, since thoy muy be reepensible for reviewing 
work in each area, devoloping or recarnending Prorenueee) or edvising 
the supervisor on courses of action to trke. 


B. HMenagerent Criteria. 

The msnagement criteria for the eateblish:2nt or continuation of 
an assistant to or special assistant position (G94 Organization Maminel, 
1-12c) ere os follows: "An essistent to or special assiotant position 
may be estcblished or continued when the voluse end asture of the 
principal's work is such that 4t cannot be ecce.mlished by one person 
end the principal does not desire or alreedy has a deputy or full 
“assistent. Substentielly full-tine assistence of a staff’ nature is 
needed for activities that are not cvpropriate for delegation to lower 
levels. Duties that could be delegated ani do not require exercise of 
‘euthority over operating elements may be acsigned only es necessary to 
assure full-tise performance for the essisctent to or special essistent. 
Responsibility end cuthority shell be clearly defined. Authority skill 
be linited to the following: 


(1) Review of material prepared by subordinates of the princip2l; 
ee Rejection of unsetisfectory cubwissions; und 
3) Preparation of recozssndatioas for approval of the principal." 


From the management viewpoint, the followlag types of eassignrents are 
considered eppropriate for ossistent to end special assistant positions: 


"1. Coordination of substantive areas to assure good cemmmications; 
2. Technical research ond preparation of reports; 

3. Analysis of inforestion, appraisal of results obteined, end 

identification of unsatisfactory results; 

4k, Planning research, eraluation, end develorment; 

5. Relations with public, unions, ead other agencies; 

6. Perforsance of a ccuiplex or highly technical function requiring 
: specialized assistence; 
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T- Special aosigneents, such as problem solving and trouble 
shooting; or 
8. Combination of the shove." (GSA Organization Mormal, 1-12f). 


C. Evaluation. 


1. Coverage in CSC Standards. Assistant to and special assistant 
positions, as defined in the criteria contained in the CSA Organization 
Manual, are staff type positions. Staff positions are evaluated on the 
basia of the specific duties and reseponsibilitics assigned, using the 
appropriate position clessification standards for the work performed. 
Depending upon the duties and responsibilities assigned, such staff 
positions may be of the acce grede level es, or ct a lower grede level 
than, a line position of full deputy or assistent. 


A mmber of the current position classification standards provide criteriz 
for the evaluation of start tyre positions elloceble to the particular 
series covered by the standard. These stendards ere also useful for 
comparative purposes in the evaluation of stofrf type positions in osher 
series for viich there are no directly cppliceble stexdcrds and in 

drawing relationships between stefrf end operational positions. other 
stenderds cover work which msy constitute segrent(s) of the work of @ 
staff position. Current stendards vhich my be usetul in the evaluation 
of staff positions include the following: 


ae on PT De en ne ee 


This staenderd describes pcoir type personnal } positions concerned with 
progran eveluation and progres develorsent et gredes GS-7 threugh GS-13. 
(In the sama standard, oparetions positions cra described eat GS-7 through 
GS-12.) The stendard distinguishes between grade levels on the basis of 
(1) complexity end difficulty of the teehnicel, personnel problems dealt 
with, as reflected by orgenization chacceteristics, job characteristics, 
and nature of guides; (2) mentgecent edvisery eervice functions; (3) 
nature of supervision received; (4) evthority; end (5) personal contects. 
b. Monsaemont Analysis Series, CS-343, February 1972. The 
stendara for this occupacion, waich descrébss positions et grodes GS-5 
through 15, is frequently used for caxparative purpeecsa in evaluating 
other kinds of positions or portions of fositions. In using the 
standard for such purposes @ very ce sful anelysis is required to 
assure that the criteria ent. specific cacmples it contains ere con~ 
sidered in their proper context. Essentlely, Managerent Analysts are 
concerned with the improvement of mansgermnt and solution of menagenment 
problems. The work of such positions requires a high order of enslytical 
ability and a casprehensive knovledge of the theories, functions and 
techniques of rancgement. Properly utilized, this stendard cen be quite 
helpful in evaluating sau2 of the assigne:nts and projects of special 
‘assistants. 


Approved For Release 2002/01/08 : CIA-RDP83-01004R000100170001-5 


Approved For Réleaet 2002/04/08. 1 GLAGR oDEARGOMoH roogT-SLOGL, end 
Technical L Writing - ere seen t - 1083, Bpomtorroce Theae 


otandards deacribe editing and writing Soettions % at greden GS-5 through 
l2. The stendards ore useful in evealusting epesch-writing ond similar 
assign=3nts of some special assistant positions. 


ad. Property Disposal Series, GS-1]04, June 1970. This 
stendard describes atefr type positions at the ¢ G3-9 through GS-13 levels. 
Such positions sre concerned with inspections of disposal progrems, 
provision of instructions cnd interpretations to rubordinate organi- 
zations, monitoring of dicpocal progras, providirg of expert advice, 
reviewing and making decisions on appeels, and other staff activities. 


e. Application of Standerda. The treatment of staff positions 
in CSC stcndards, su ch Gs those listed above, ond in other CSC issucnces 
present several Sout concepts for consideration in the evaluation of 
steff positions, including cssistant to ond epecte. assistent positions. 
Specifically: 


“a. Staff Versus Operational Potitions. The asalgmment of 
staff duties does not necessarily pince a position at a higher grade 
_than on operetions poaition in the seme occupation. Both sataff end 
operations positions ere found at the lower end intermediate grede 
levels; hovever, the upper grade range of staff positions is frequently 
higher then that of operations positions beconae of the greater potential 
for more responsible asaipmcents. 


b. Experts and Consultants. Same positions (staff es well as 
operational) serve es experts or consultants within essigned areas. There 
are no standard gredes for this type of work. Scze of the principal 
considerations in cvaluating an expert or consultcnt position are: 


(1) The breadth of the arca of specielization or expertise. 
Other things being equal, en increese in brecdth weens.a higher-level 
position. Thus, the expert on construction equipncent has a stronzer 
position thun the expert on power shovelg; the expert on telephone ccs- 
ruricetions, systexs has a stronger position than tht expart on telephone 
ewitchboerda. ‘th: brocder the area, the greater is the knowledge re- 
quired of basically related, but different, subject. 


(2) The intensity of the specislizetion. This means depth, 
not narrowness. Intense specielization involycs a proportionately higher 
knowledge of related subjects. Tims, the expert on nuclesr physics may 
very well pave « better position than an expert on physics. The special- 
ization ray be narrow but intense, and thus outweight a wide area 
epecialization of relatively little intensity. 
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(3) The orgentization AdveLs The higher the level for 
which the individucl is en eyvnort, the stronzor the position. Other 
things being cquol, the export Yor tha asency bes a ctropger position 
then the expert for a service or a regions] offics, the expert for a 
service hos a stronger pouition thra the expert for a GAvision. 
Mounting tha argenizational senle in expe a or conmlicat vork usuelly 
meeng on increase in cewsdivrent cuthorlty for tha pocition. 


One of the escential steps in the evalustion processes is the identification 
' of the expert or copmultcnt. Teo fact that «a position is the only oze 

in the estrblish<2nt does not mitcsaticnlly cheract+risze the dnawbent 

as on expert in that type of work. ‘Tha sole rdiecesregh operctor in an 
office is not outesaticsly cn export in rebssesroph vork; the sole 

ehesist in a liboretory io sot citaraticelly cn expert im chenietry or 

in chzcitcel cunlysis. There mist be evidence thet ths explcyee vorks 
with alnmort caxmlete indorensonce of ecticn, has brocdé ceardtrent 
enthority, eciis calle? wea to do such thizgs as: 


(7 Give etvice to other individwele or vaits; 

2) Represent the orgenicction in dowlings with othar orgeni-~ 
. zations, otar cgexelos, or tha Contral office; 

3) Serve on cocnittses studying probleca im bis Mold; 

k} Testify befora cemmittees; 

5) Prevent popers before wtolic or privete assosiutions; ead 

6 syer orel or written inquiries directed to hin tecause 

be ig rocomiscd as the exyert ib bis ficl4. 


. Recognition of tha incurbent as on expert by othsrsa is inportant. It is 
easeutiel that the evidence of such xrococnition be decuntnted end reedily 
aveiieble a3 beckup rateriel far the position caeseription, e.g., docicients 
deqronstereting or refers cing to tho “expert” octets of the emloyese, ine 
stences of “exoort”™ work don2, ete. Vithout cuch raterial, it is 
atfficult for tke see cies to Gietinsuisn batreen positions that are 
expert end those woich ere not. A great mony positions axe respcasible 
in soma canrelty fer civising other personal sr dealing with otber 
orgenizations, Lut only a fow of tinee are in feet “exports” in the 

sense in viich this ters da vsed in the Coccmicnion standords. 


The presence of more than one expert in a epeciclinction tends to mint- 
mize the expert role ard roficea ea question chout tho velidity of a 
precstiua grode for the export. While there mict be a lixitetion on the 
-muber of experts within a epcelalization, there ccm be rore thin one 

in certain cirew:stences without a winirdzing effect. One cuch sitnuticn 
waich might suppoxst more thon ons export would be a large geocgraphical 
area to be sorved. - 


ce. Orgonizations] Locetion. A staff position, whether or 
not it includes expert or codsultcnt recpon sjpilities, way te affected 
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by its orgenizaticnal location. For oxrmgqile, the pornition rercponsible 

for developing technical proczkuren at the egency levsl is weanly a 

stronger position than one devoloping suck proc:dures at the recdoral 

office level; a position at the regional office level is usvrlly 

stronger thun one at a depet or instelintien lewl. ‘ibis rorcalts 

froa such factors as the increased econa ot4 Deeast of dsoisions, the 

greater diffieulty of coordiriction prebdlens, eed the higher end more 

responsible level of contacts. 


d. Reviewmrs. Responsibility for the review of work of 

- other exployoces is en dissortent part of sous gescial assistant or 
essistent to positions, ‘ha porconnel mancgertat booklet, Clausifi- 
cation Principles exd Policies, iesned by ths Civil Service Ce-ission 
in June 1963, poge WA, troots the review regponsibility o5 follows: 


4 
"Reviewing tha work of another is frequantly, but not alvoys, a ‘part 
of tha coworvisory proceos, In either evewt, its effects on the 
greda levels of the position of tha rovisuev ond of the position whose 
work is reviewed deysnd priccrily oa the Wr ed purpose of the 
review ucie. 


"In son? situations, such as preparing data for automatic procensing, 
ececuracy may be co inportont thet oma a@=mloyes Gouble-checks the work 
of cnother a jloyea by ropeoting the work pooeeens of tha first czolejsee 
to be certzin thet the ramilts ere ideutieal. Cuch 'roevicw' is not - 

. considered to have ecuitiozal clessiMecation tsichkt since both a olojyees 
utilice the scx2 Kknowledses ced ckilis end the esmurcnes of asecurcey 
reats won Cereerant of results rothor thon a dana’ upon the 'reviever' 
_ for gxseter novledge, judgusnt, ond cecuracy. 


"On tha otker bond, viore there is a responsibility for review vhich 
yregures & Gracter lnowicdsa axd od, cod involves a responsibility 
for uccepting, rejectiny, or rovicing the work of cnotrar cxoloyce 
(en du ccny carssa, Lasrtructizg tha employes in bis vork), the review 
has grectar cloneiflecvion sigaifienuce. Fovavor, tke acthucl erztce 
level affect .(if oxy) of euch soview rocpensibility woald dsperd on ca 
evaluction of all th2 asrccts of tke job... 


"An iicportent consideration is the releticuship of the review to the 
elacant of principal value in the work. For exe:ple, review of vork 
the g@rcde volue of which is based on tks inventivoases or erestivity 
required may be colely to escure conformance vith clear, sinple 
policy avd mny have no cifcot at all on the grcde velue of the work. 
In fact, the grade value of such a veview recy be less then tha grade 
value of the creative work itcclr." . 


e. Srmory. Thoare is no sirple method for determining th2 
grade of & spcciel Gsoictcat or essistert to position. The complete 
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analysis and eveJnation procedire mist be folldved. ‘This includes 
breaking th2 position into menningful, idmibiticble eleronta; detor- 
mining th? iniividaal worth of onch of th? allcconta or of ca-binctioas 
of elersnts through exsprepricte cocpariconsy vith otengerds » guides, 
end procedont clrssificatiowss end finally roverning the process to 
look at the position as a whole in order to determine its full worth 
through considseretion of ita ultinate puwrjorcs, ploce in tha orgent- 
zetion, cnd rolitiouships to othr positiass with equal, Greater, or 
less rercpoavibilitices. a | 
\ 


’ 


IV. Positions with Resnon bility for "Acting in the Abeonce of." 


A. Genoral Fule. 


Baze positions have responsibility for "telding over" in the’ 
ebeonce of the cupervisor, Formally, thio c24iticaal responsibility 
WIL not affect tho egrets of tha position cinesa the esclexsment typi-g 
eally kes nirkcd Mritetions euch as: 


1. The cubstituting oceupies only a rolatively excl proportion 
of ths incwhent's tims, e.g., 10 to 15 reveont of the tir2, caring 
the cnmunal cxd cick leava of tho caporlery 


2. The substitute doss not get into tho true edainistration of 
tha unit's work but ig more of a "lecd” workors 


3. The evooctitute does not moke dseiefons involving policy or 
teke precedent sctting asticna; \ ; 


4, The noxt higher supervisor perfor muy of the cuporior's 
duties; cpd 


5+ Decisions of cxy consequence ora bald for the superior's 
return. 
B. Other Fectors to be Considered. 


Factors that cowlé strongthen such positions to tk extent of 
supporting a higkar grede ore: 


1. Th2 cubstitute position may be borécrilins in greste withot 
the substituting rocponsibility; 


2. The besic level of vork in the unit my be close to the level 


of the supervicor but with roca for an intemesdinte g@rede, @.8., a 
GS-6 working levol crd ao 03-8 cunsrvisor; 
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3. The substitute ccy participate in work plemiirg ond cupsr- 
vision just befere oot ofter th? chesuea of ths curoxrvicor or aad 
porfora opsciolisct work or homilies probles eacas vomoly acoaphliched 
by the suporvicars oa _ i 

k,  Highsr level rrwegeront ray not arcu ths supervisor's 
highsr level Gitics in his cbcancs. 


\ 


\ 
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